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@nibersity of Goronts. 


PRESIDENT’S OFFICE. 


October goth, 1913: 
Dear SIR: 


I am enclosing herewith a copy of the by-laws under which the Superintendent has been working 
since his appointment. 


A Committee of the Board of Governors has recently considered whether after the experience of six 
years any modification of these by-laws should be made, and the report of that Committee was adopted 
at the last meeting of the Board. 


I have been instructed to intimate to you the decision of the Board as to the interpretation of these 
by-laws and as to procedure arising out of certain of their provisions. 


1. With regard to the distribution of keys for the various buildings. 
Keys for the outside doors are to be distributed : 


(a) To all heads of departments, professors of all grades and chief administrative officers either 
on their personal application or by written order. 


(6) To lecturers, demonstrators, fellows, class assistants and laboratory attendants on personal 
application at the Superintendent's office with the written request of the head of the department. 


(c) To the clerks inthe administrative offices on personal application at the Superintendent’s 
office with the written request of the administrative head. 


In order to secure the return of the key on the termination of a_temporary appointment the Bursar 
is instructed to withhold the last payment of the salary until the key 1s returned, or on the request of the 
head of the department for the extension of the privilege of its use for a definite period, to accept a 
deposit of five dollars. 


2. With regard to the execution of repairs, renewals and structural work for the departments. 


Heads of departments have the choice of getting their work done for their laboratories either by 
the Superintendent’s department or by outside firms, but in view of the necessity of supplying exact 
specifications for and accepting work done by outside firms, they should supply detailed information to 
the Superintendent as to their requirements in order that estimates may be made on the same basis. 


3. With regard to the ordering of supplies. 
To avoid unnecessary delay in the procuring of supplies that are required because of an emergency 


the Bursar is instructed to give some greater latitude as to the amount allowed for any one purchase in 
the Petty Cash account. 


The Board has considered the difficulty which arises in cases of bona fide emergency when it seems 
necessary for the head of the department to order the supply by telephone or messenger. The Superin- 
tendent is authorized to confirm such orders when satisfied that an emergency exists, but the Property 
Committee shall decide all questions which may arise respecting the meaning or carrying out of this 
regulation. 


When there is a doubt as to whether work or supplies are to be charged to the Superintendent’s 
Department or to the laboratory appropriation, the Superintendent is instructed to ask for a ruling from 
the Property Committee. 


Yours sincerely, 
R. A. FALCONER, 
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